
Jordan Performance Appraisal System
Annual Work Plan

Rationale

The purpose of the Jordan Performance Appraisal System Annual Work Plan is to give employees 
in schools or departments electing to use the plan a means to establish specific objectives for 
themselves. This is to be accomplished in collaboration with the employee’s supervisor and must 
be approved by the supervisor.

The Annual Work Plan is used by schools or departments as a component of the “Interim JPAS” for 
several categories of jobs in the district. The Annual Work Plan allows employees to define their 
jobs beyond the “general performance areas” by writing specific work objectives and definitions 
of satisfactory or “standard” performance. The specific objectives and definitions then become a 
part of the employee’s appraisal. Both the general performance areas and the specific performance 
objectives are evaluated by the employee’s supervisor at the end of the performance period.

Preparing the Annual Work Plan

1. The department establishes departmental goals or objectives in a collaborative process.

2. Individual employees incorporate appropriate departmental objectives into their personal 
work plan.

3. Specific personal work objectives not in the departmental objectives maybe identified by 
employees and/or supervisors and incorporated into the personal work plan.

4.  Each employee meets with the supervisor to discuss the employee’s objectives, and the 
supervisor approves the employee plan by October 1st.

5. The supervisor evaluates performance on attainment of the objectives by June 1st.



Using the Annual Work Plan Form

The Annual Work Plan form is completed by entering two items for 
each specified objective. First, the objective itself is written. Second, the 
satisfactory or “standard” level of performance is identified. An objective 
describes a major element in the employee’s job in terms of a general 
outcome, e.g. “Provide appropriate inservice training to secondary English 
teachers.” The satisfactory or “standard” level of performance would be 
a more specific statement, such as: “All English faculty in the district’s 
secondary schools will receive ten hours of training during the next school 
year. Training will be evaluated by a participant feedback form.”

Other examples of specific objectives and definitions of satisfactory 
performance standards are attached to this document.



Examples of Work Plan Objectives and 
“Standard” Performance Levels

	 Objective #1
	 Specify Objective:
	 Perform special, major research/assessment/evaluation studies to provide information to USOE, the    
              State Board, the Legislature, etc.

	 q Outstanding- Unique and exceptional performance and/or accomplishments.
	 q Above Standard- Clearly and consistently above what is required.
	 q Standard-Meets the requirements of the job in all respects 
	        (Specify Standard Expectations for this Objective).
		  1. Three major special studies are planned, executed, and completed.
		  2. Pertinent reports are provided from each study.
	 	 3. Presentations of key findings made to the State Board of Education, Legislature, and USOE 	 	
	                    staff.
   	 q Below Standard- Marginal Performance. Fails to meet some significant job requirements.
	 q Unacceptable- Clearly inadequate performance.

	 Objective #2
	 Specify Objective:
	 Provide training to new teachers in JSD in effective teaching skills and the JPAS.

	 q Outstanding- Unique and exceptional performance and/or accomplishments.
	 q Above Standard- Clearly and consistently above what is required.
	 q Standard-Meets the requirements of the job in all respects 
	        (Specify Standard Expectations for this Objective).
		  1. Hold classes in October for all new teachers
		  2. Participants will evaluate content of class and how class is taught
	 	 3. Course design will be modified according to results of evaluation. Modified class will be
		       held in January.
	 q Below Standard- Marginal Performance. Fails to meet some significant job requirements.
	 q Unacceptable- Clearly inadequate performance.
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Employee: �

Date Plan Submitted: �

Department/School: �

Supervisor: �

Academic Year: �

Objective #1
Specify Objective:

Performance Levels
	 q OUTSTANDING- Unique and exceptional performance and/or 
	           accomplishments.
	 q ABOVE STANDARD- Clearly and consistently above what is required.
 	 q STANDARD-Meets the requirements of the job in all respects 
	        (Specify Standard Expectations for this Objective).                               
	 q BELOW STANDARD- Marginal Performance. Fails to meet some 
	           significant job requirements.
	 q UNACCEPTABLE- Clearly inadequate performance.



Objective #2
Specify Objective:

Performance Levels
	 q OUTSTANDING- Unique and exceptional performance and/or 
	          accomplishments.
	 q ABOVE STANDARD- Clearly and consistently above what is required.
	 q STANDARD-Meets the requirements of the job in all respects (Specify 

	         Standard Expectations for this Objective).
  	 q BELOW STANDARD- Marginal Performance. Fails to meet some 
	          significant job requirements.
	 q UNACCEPTABLE- Clearly inadequate performance.

Objective #3
Specify Objective:

Performance Levels
	 q OUTSTANDING- Unique and exceptional performance and/or 
	         accomplishments.
	 q ABOVE STANDARD- Clearly and consistently above what is required.
	 q STANDARD-Meets the requirements of the job in all respects (Specify 

	         Standard Expectations for this Objective).
	 q BELOW STANDARD- Marginal Performance. Fails to meet some 
	          significant job requirements.
	 q UNACCEPTABLE- Clearly inadequate performance.



Objective #4
Specify Objective:

Performance Levels
	 q OUTSTANDING- Unique and exceptional performance and/or 
	          accomplishments.
	 q ABOVE STANDARD- Clearly and consistently above what is required.
	 q STANDARD-Meets the requirements of the job in all respects 
	        (Specify Standard Expectations for this Objective).
	 q BELOW STANDARD- Marginal Performance. Fails to meet some 
	          significant job requirements.
	 q UNACCEPTABLE- Clearly inadequate performance.

Objective #5
Specify Objective:

Performance Levels
	 q OUTSTANDING- Unique and exceptional performance and/or 
	          accomplishments.
	 q ABOVE STANDARD- Clearly and consistently above what is required.
	 q STANDARD-Meets the requirements of the job in all respects 
	        (Specify  Standard Expectations for this Objective).
	 q BELOW STANDARD- Marginal Performance. Fails to meet some 
	          significant job requirements.
	 q UNACCEPTABLE- Clearly inadequate performance.



Objective #6
Specify Objective:

Performance Levels
	 q OUTSTANDING- Unique and exceptional performance and/or 
	          accomplishments.
	 q ABOVE STANDARD- Clearly and consistently above what is required.
	 q STANDARD-Meets the requirements of the job in all respects 
	        (Specify Standard Expectations for this Objective).

	 q BELOW STANDARD- Marginal Performance. Fails to meet some 
	          significant job requirements.
	 q UNACCEPTABLE- Clearly inadequate performance.

Educator Signature: �

Immediate Supervisor Signature: �

Date of Meeting: 	


	Employee: Kristina Graves
	Date Plan Submitted: Oct. 11th, 2013
	DepartmentSchool: Library
	Supervisor: Sue Malone
	Academic Year: 2013-2014
	Text3: Information Specialist: 
Ensures resources are available.
Provides an accurate and efficient retrieval system for both library and textbooks (Destiny).
Assists students in identifying, locating, and interpreting information.
Assists colleagues in selecting, acquiring, and using instructional materials.
Advises on laws and policies regarding information and copyright.
Work is accurate and precise and has a high impact.  
	Text4: Professional Standards:
Clearly communicates and supports the intent of district policies.
Demonstrates personal integrity and professional ethics.
Shows personal initiative. 
Meets expected work objectives.
Demonstrates an overall high degree of professional competence. 
	Text5: Interpersonal Skills:
Promotes positive organizational climate.
Manages conflict and increases mutual respect.
Encourages teamwork and collegiality. 
Relates well with other staff members. 
	Text6: Extended Professional Development:
Creation of a District Library Media Center canvas site that will allow teachers to take library modules and embed them into their assignments. There will be a variety of specific modules that will improve student's information literacy skills. 
	Text2: Teaching:
Teaches students to access and use appropriate library resources.
Assists teachers by correlating library media resources with curricula.
Evaluates and selects appropriate materials for school and students.
Promotes reading and encourages life-long learning. 
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	Text1: Leadership:
Schedules library media facilities and resources to maximize utilization.
Trains and supervises library media personal.
Ensures an environment for conducive to educational activities.
Communicates, works effectively with admin. staff, and students.
Communicates to school and community through newsletter. 
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